State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Office Assistant (Typing)

DWR POSITION NUMBER
3820-1379-002

SAP POSITION NUMBER MCR
50031624 1

APPOINTEE

Vacant

SAP PERSONNEL NO.

DIVISION/SECTION

DOE/Contract Development Section

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
R04

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)
Viola Gilbert

SUPERVISOR'S CLASSIFICATION

Office Services Supervisor | (T)

APPROVED BY (Personnel Analyst's Name)

DATE

BLS 10/30/12

Percent of

Time Activity

POSITION SUMMARY
Under general supervision of the Office Services Supervisor, provides clerical support and
performs a variety of general typing duties involved in processing correspondence documents.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others and maintain regular and
consistent attendance. The position requires initiative, good judgment, multi-tasking abilities, and
completion of tasks within the required scheduled time frame as needed by Section staff. The
specific duties are as follows:

40% Operates a personal computer (PC) using various software programs including MS Word, Excel,
Access, Outlook, and an electronic typewriter preparing contract documents. Types/edits
information for various contract documents, many involving technical content, from handwritten or
electronic copy, executing routine electronic file management. These documents include
specifications, addenda, memoranda, letters, reports, forms, charts, mailing labels, 1-Liners, and
other miscellaneous typing tasks, completing the tasks within the time frame as needed by office
staff. Prepares correspondence for the Office Engineering Unit. Many of the routine typing tasks
requires expeditious or one-day completion.

40% Responds to the public's contract specification requests from contacts by phone, fax, and e-mail
completing a Specification Request form and entering contractor information (name, address, etc.)
onto form; answers public's basic contract inquiries by phone or e-mail. Enter info into contracts
database to produce updated Plan holder's and Bidder's lists and post in the office. Assists
reproducing contract documents or plans on local copier during frequent short-time requirement or
completes a Reproduction Order form to send documents to the Reprographics Service when mass
reproduction is needed and time permits. Delivers reproduction documents to Mail Room and
picks up orders when notified of completion. Operates fax and photocopy machines.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S SIGNATURE DATE

>

SUPERVISOR'’S NAME (Print)
Viola Gilbert

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S STATEMENT:

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

>

Vacant
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Assistant (Typing) 3820-1379-002 50031624 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant DOE/Contract Development Section

Pe_rl_?ﬁlrg of Activity
Transport mail or reprographics orders. Answers rollover phone lines/delivers messages; faxes
documents to the public or others upon request. Logs correspondence In/Out in tracking binders.
Picks up incoming packages from Mail Room when notified. Picks up/delivers packaged
correspondence or documents between offices as needed; attends to office public counter; files
documents; orders office supplies from outside vendor; assist with advertising contract submittal
tasks; assist engineering staff in the contract Bid Openings; and provides general office support as
needed for the Construction Branch and Planning and Scheduling Section. May submit contract
advertisements on Bidsync via the internet.
20% May assist in preparing, packaging, and delivering contract documents for distribution and mailing

including specifications, plans (drawings), addenda, information letters, and other documents to
department personnel and the public (contractors) from distribution mailing lists. Prints out
mailing labels from PC by manually feeding several blank label sheets into the printer for print out
or types labels on typewriter. Prepares/prints online package delivery service (FedEx, GSO, etc.)
shipping labels, updates mailing list, checks package tracking status on delivery service web site.
Inserts documents into envelopes, attaching mailing labels; delivers packages (outgoing mail) to
department Mail Room.

OTHER RESPONSIBILITES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor
declared emergencies, flood, dam SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalEMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recover, and mitigation functions. These functions are established in the California State
Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS

This position requires the ability to exercise good judgment and possess the capability to
communicate effectively. Must be able to work well with other people (and different personalities),
deal effectively with the public, and accept changes in priorities assigned. Incumbent must have
the ability to utilize word-processing, spreadsheet, and database software with a typing speed of
40 wpm. Incumbent must be able to bend, stretch, and stand to accomplish routine activities.
Incumbent must have the ability to move 20 pounds, use auxiliary equipment, and push a small
cart.

All processing of correspondence requires careful reading and following instructions in the Desk
Procedure Manuals, DWR Correspondence Manual, or other resources, and by staff's oral or written
comments, thoroughly proofreading, reviewing, printing, and assembling all material for accuracy,
completeness, and conformance to Department standards.
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	activity: POSITION SUMMARY
Under general supervision of the Office Services Supervisor, provides clerical support and performs a variety of general typing duties involved in processing correspondence documents. 

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others and maintain regular and consistent attendance.  The position requires initiative, good judgment, multi-tasking abilities, and completion of tasks within the required scheduled time frame as needed by Section staff. The specific duties are as follows:

Operates a personal computer (PC) using various software programs including MS Word, Excel, Access, Outlook, and an electronic typewriter preparing contract documents.  Types/edits information for various contract documents, many involving technical content, from handwritten or electronic copy, executing routine electronic file management.  These documents include specifications, addenda, memoranda, letters, reports, forms, charts, mailing labels, 1-Liners, and other miscellaneous typing tasks, completing the tasks within the time frame as needed by office staff.   Prepares correspondence for the Office Engineering Unit.  Many of the routine typing tasks requires expeditious or one-day completion.

Responds to the public's contract specification requests from contacts by phone, fax, and e-mail completing a Specification Request form and entering contractor information (name, address, etc.) onto form; answers public's basic contract inquiries by phone or e-mail.  Enter info into contracts database to produce updated Plan holder's and Bidder's lists and post in the office. Assists reproducing contract documents or plans on local copier during frequent short-time requirement or completes a Reproduction Order form to send documents to the Reprographics Service when mass reproduction is needed and time permits.  Delivers reproduction documents to Mail Room and picks up orders when notified of completion. Operates fax and photocopy machines.    

	classification: Office Assistant (Typing)
	appointee: Vacant
	dwr position number: 3820-1379-002
	sap personnel no: 
	sap position number: 50031624
	division: DOE/Contract Development Section
	mcr: 1
	percent 2: 








20%


	activity2: Transport mail or reprographics orders.  Answers rollover phone lines/delivers messages; faxes documents to the public or others upon request.  Logs correspondence In/Out in tracking binders.  Picks up incoming packages from Mail Room when notified.  Picks up/delivers packaged correspondence or documents between offices as needed; attends to office public counter; files documents; orders office supplies from outside vendor; assist with advertising contract submittal tasks; assist engineering staff in the contract Bid Openings; and provides general office support as needed for the Construction Branch and Planning and Scheduling Section.  May submit contract advertisements on Bidsync via the internet.

May assist in preparing, packaging, and delivering contract documents for distribution and mailing including specifications, plans (drawings), addenda, information letters, and other documents to department personnel and the public (contractors) from distribution mailing lists.  Prints out mailing labels from PC by manually feeding several blank label sheets into the printer for print out or types labels on typewriter.  Prepares/prints online package delivery service (FedEx, GSO, etc.) shipping labels, updates mailing list, checks package tracking status on delivery service web site. Inserts documents into envelopes, attaching mailing labels; delivers packages (outgoing mail) to department Mail Room.  

OTHER RESPONSIBILITES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS
This position requires the ability to exercise good judgment and possess the capability to communicate effectively.  Must be able to work well with other people (and different personalities), deal effectively with the public, and accept changes in priorities assigned.  Incumbent must have the ability to utilize word-processing, spreadsheet, and database software with a typing speed of  40 wpm.  Incumbent must be able to bend, stretch, and stand to accomplish routine activities.  Incumbent must have the ability to move 20 pounds, use auxiliary equipment, and push a small cart.  
All processing of correspondence requires careful reading and following instructions in the Desk Procedure Manuals, DWR Correspondence Manual, or other resources, and by staff's oral or written comments, thoroughly proofreading, reviewing, printing, and assembling all material for accuracy, completeness, and conformance to Department standards.  

	supervisor name: Viola Gilbert
	employee name: Vacant


